
All parent phone calls are to be recorded in ParentLocker's Notes.

1. From Teacher Tools, go to Notes.

2.  Click + New Note in the top-right corner.
AD_4nXcescsaARPvPnUXhYAoFE9gx5D6DzaXm_ybGE-n1lWiKynDSZUPqJ9flkMWBrVltvmV9YeQVDeYltbg1rKXWHN5AL1hbe9wu1tOxd00DmwmfHMQkyDVLcXGks1dHOK1OUkcd2QkKIkgDUDqieOG_alc-6lp?key=-LLaPHsk0ogmjS3msfpreg

3. Choose a Category (i.e. Parent Contact) and then a Subcategory (i.e. Phone).
AD_4nXcqskdrVP0NqRgRgZ4NfKHn-LyWd83-FSwhjxlNf4PrUta2BcKJ-YPOCEWP6XFS9K1M06EAUTJa-JeET2bYFW5lNEsV5QYFDkuuzC9Xq9Q8Pm2_UnVV7mpWwZfMHoPvQ-Pz_EURJIsXxmBO6TVgwpBf9UE?key=-LLaPHsk0ogmjS3msfpreg

Logging Parent Phone Calls (Notes)



4. Choose a Status. If it requires a follow-up or admin escalation, leave it Open. Otherwise,
choose Closed.
AD_4nXd3XohXoQ4Y1fZjHo2h5YRCSDKyiH5TKU2TUC4qipU5WN4bD9aPxJfMMARNc9FOCCFH5H_lVMZ6VUY4L27tQsYfL93mXTdB-NrTUFWuL8wQ9C7ZqQ64NHi5049PXaE-Cd-FnmQ_npoxWfdwHUal9RYJdCNR?key=-LLaPHsk0ogmjS3msfpreg

5. Give the note a Title (i.e. Phone call with Mom 8/30/24).
AD_4nXfYYa9IGVD0a6A64vl-jDSiw7Quag5mDI7_RBNFX0Rn9RtoTAVUDxO8DSio7589pzMuN3j5ih3eD4aoMHaeY6MQlPRNgJbkk6D-u3boenUYbRCod_2WjgbrrZv8m5vZE1DnOcHsJiPpbq-SMBGIi784WDbN?key=-LLaPHsk0ogmjS3msfpreg

6. Enter the Date and Time of the phone call.
AD_4nXfoL0V0641zfQ_Co61JjpFnzBpavS0uNergSkJt7_Pyu1217AAsBMkTzpOsMSH4y0c9HCCrLQTc6Q2XyOiP9L5U8IiYbYS5tu3DBx1VuDE9XbiVMxrdUg72YwHBdhMplldRV6DYjhCLDZPA0dj88b-2zzM?key=-LLaPHsk0ogmjS3msfpreg

7. Start typing in the names of the Students this note pertains to. It can be one or more
students.
AD_4nXcQ1Xtm9SsjjIIfw1HAVAuoZ5p-9Vzrfm9AoYMzHqAaUanCO0YQil4Z00sA5Ux6MIbHD_a80gxJ-N1ho_O399fTXu0plVN0f9uhesCxqRGZhf_RPutmrzTmdrhS9oxclUDY4WHfoZ0ueIYJz_9hLmj-g5XE?key=-LLaPHsk0ogmjS3msfpreg

8. Write a Summary.
AD_4nXd-cHkniEsExxr1_zgBYc2PsoJ3o743SuGpO1pYeNiG06_jC9-mrjkHISVo2aaSZXAcpdoN9VzZrMSgTqSMUd_zgnrAHoUTeOmEcVKVYAIcXcVEEuG9NrEdZRyRl6kJpMa8wkkM80UUyzlVayTfjWakm57f?key=-LLaPHsk0ogmjS3msfpreg



9. Skip these fields.
AD_4nXc0jII0tfKckDLWifFGQtF1RHoCBCEX3k_yQcaaURDioVkBwVK1P9ay0_6RUj0PtWY1jZsCq8aVfNAxQFzP6Cg99O5EsActKzvkk5AvZIdLU0BFKmDH3SF0W2rCRQwe_tZoLRqsBN4qG5RtgFUBLunRLj2k?key=-LLaPHsk0ogmjS3msfpreg

10. If you need to add another teacher or coach to the note, type in their name in the Staff
Reviewers box.
AD_4nXfrH_fHhm070wDGO2kmRty1SQXRrYFRiLSFcK5O9TKUokkdLVda2Kzyd-4HT5aDkbHyW2nH9czOnYavY08vE75gtHTHS6KF7I1X55W2X8SztDNjIBL0eCX7nm3BNL1jIF2T-y4aYwHZdokmMo_sn8oyJsY?key=-LLaPHsk0ogmjS3msfpreg

11. Scroll down to the bottom and Save the note.
AD_4nXcIL6jW8e5FWzAn3k0gKWEBQ7I8GFvRTc8aqj2cku0yxcsDQjjfwp_oofGbDna8lkRW6HzbX9vYha8BSa488ZWU0ArNojFZqBCXb548TgTM0WssUHwx8C1TTdmQyxGTwPLE1uNjyRLp9jGCD0z5csmgBAnI?key=-LLaPHsk0ogmjS3msfpreg
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